
 

MVNU Student Employment Job Description 

JOB TITLE: M2540 Student Coordinator  

DEPARTMENT:  Campus Ministries Office 

REPORTS TO:  Chelsea Porter, Campus Ministries Engagement Coordinator 

MISSION: M2540 Exists to give the MVNU Community the opportunity to respond to poverty and suffering in our world 

with love. We respond as a campus by raising awareness and funds through various initiatives and activities. This program is 

based of the Scripture in Matthew 25:40 that says “Truly I tell you, whatever you did for one of the least of these brothers 

and sisters of mine, you did for me.” 

REQUIREMENTS:  

 Recommended Education/Training:  Completed 1 year of college education. 

 Experience/Background/Knowledge:  Experience with fundraising and event coordination (not required, but 

preferred) 

 Skills:  Event Planning and coordination, Creative mind to brainstorm and develop new methods of fundraising, a 

desire to educate the student body on the four different initiatives yearly, collaborate with different groups and 

departments on events, ability to recruit volunteers, organized and good at time management.  

 Attire on the Job: University Dress Standard as listed in the Student Handbook 

 Expectations:  Provide a professional, organized, and efficient leadership over our M2540 Initiatives.  Exhibit a 

Christ-like attitude in all assigned duties.  Seek to be helpful at all times by taking initiative to accomplish what 

needs done.   

DUTIES (include but not limited to):  

 Work with the Engagement Coordinator to plan and prepare for each Initiatives events and fundraisers.  

 Work closely with the other M2540 Student Coordinator to see through all events.  

 Create and keep up to date the bulletin board in the Caf Lobby with updated information on M2540 and upcoming 

events.  

 Keep record of all giving for each initiative and write thank you cards to all donors.  

 Be creative and willing to think outside of the box as we plan events both fundraisers and educational for each 

initiative.  

 Rally the student body to get behind the different projects, events, fundraisers and initiatives we are supporting.  

 Present on the initiatives in chapel several times per semester.  

 Collaborate with different groups, clubs, departments on campus to execute events well.  

 Develop posters and advertisements for events and market each event well, including social media presence.  

 Educate the student body on the various initiatives we are currently fundraising for (Knox Education, Knox Needs, 

Belize Student Scholarships, Eswatini HIV Aids Tests)   

 Be a team player with the staff of the Campus Ministries Office. Be available and will to do tasks as assigned.  

 Meet with the Engagement Coordinator Bi-Weekly for both team meetings and check-in meetings.  

 Ensure that the MVNU Website, Portal, and social media accounts have the most up to date information regarding 

our initiatives.  

 Represent M2540 and the Campus Ministries office on campus well by abiding by the student handbook, and the 

university rules and guidelines.  

NORMAL WORKING HOURS and DAYS:   Hours for this position will vary, but you may work up to 6 hours weekly, 

and are required 2 of those hours to be working in the Campus Ministries Office. The remaining hours can be worked offsite 

if needed, and may be needed for events.  


